
BALTIMORE COUNTY 
OFFICE OF CENTRAL SERVICES 

Records MonogwMnt Divi»i«« 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEME ND. 
C-712 

EBGEND. 
1 of 2 

E X E C U T I V E O F F I C E M I N O R I T Y A F F A I R S C O M M I S S I O N 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

rrHIS SCHEDULE SUPERCEEDES SCHEDULE C-573 

K3ENERAL CORRESPONDENCE 
Subject arrangement of original incoming 
letters, copies of outgoing letters, 
memoranda, studies, reports, directives, 
|policies and other materials related to the 
administration of the agency. 

UNOFFICIAL PERSONNEL FILES 
Files contain information on current 
employees. Files may contain but are not 
limited to copies of applications, annual 
reviews, reprimands and disciplinary 
actions, awards, doctor slips, accident 
reports, resumes, etc. 

LEAVE AND TIME SHEETS 
This file contains office copies of 
employees annual leave and daily time 
recordings, 

Screen annually and 
destroy that 
material no longer 
needed for current 
business. 

Directives, policies 
and other material 
related to the 
planning and policy 
that illustrate the 
development of the 
agency, retain 
permanently for 
eventual transfer to 
the Archives. 

Screen annually and 
destroy that 
material no longer 
needed for current 
reference. Retain 
remaining items for 
two (2) years after 
termination, then 
destroy. 

Retain for one (1) 
year, then destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

DATE SIGNATURE DATE SIGNATURE 



RECORDS RETENTION AND DISPOSAL SCHEOULE 
(CONTINUATION SHEET) 

SCHEME ND. 
C-712 

EPGE ND. 
2 of 2 

ITEM 
NO. DESCRIPTION RETENTION 

BUDGET RECORDS 
Annual Budget submissions 
Monthly Budget printouts 
Workpapers 

GENERAL ACCOUNTING RECORDS 
Files contain office copies of: 
Goods Received Memoranda, billing invoices, 
expense/travel reports, requisitions, petty 
cash vouchers, mileage reports, direct 
payment forms, paid bills, ticket books, 
purchase orders, deposit slips, receipt 
books, etc. 

SPECIAL ACCOUNTING RECORDS 
Audit REports (Internal or external, 
financial or program). 

FIXED ASSETS FILE 
Fixed asset printouts (including vehicles) 
IRA forms (office copy) 
Lost/stolen forms (office copy) 
Surplus forms (office copy) 
Transfer forms (office copy) 

PUBLICATION HISTORY FILE 
This file contains one (1) copy of each 
pulbication produced by the agency. 

CASE FILES 
These files are arranged alphabetically by 
project/event name. They contain but are 
not limited to all relted correspondence, 
notes, plans, etc. related to each Minority 
Community project, program, or event. 

Retain annual 
submissions for five! 
(5) years, then 
destroy. Retain alii 
other papers for twof 
(2) years, then 
destroy. 

Retain for three (3) 
years, then destroy 

Retain one (1) copy 
permanently for 
eventual transfer to] 
the State Archives 

Retain "fixed asset 
printout for one (1)| 
year, then destroy. 
Retain all other 
completed forms for 
three (3) years, 
then destroy. 

Retain permanently 
for eventual 
transfer to the 
State Archives. 

Screen annually and 
destroy, that^ 
.mait'erialt̂ nô  <l*onger 
?< needed <fVr current 
business. 
Directives, policiejf 
and other material 
related to the 
planning and. .policy 
that illustrate the 
development of the 
agency, retain 
permanently for 
eventual transfer t<l 

EM 1A (REV. 1/86) the AffinlVeS 



I N S T R U C T I Q M S - - T Y P E O R P H I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 5 5 0 - I ) 

I . D E P A R T M E N T / A G E N C Y 

E X E C U T I V E O F F I C E 

DEPAnWENT O F G E N E R A L C E R V I C E S 
R E C O R D S M A M A C E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P . O . B O X 2 7 9 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

2 . D I V I S I O N 

MINORITY A F F A I R S C O M M I S S I O N 

A G E N C Y R E C O R D S INVIf.NI OK' 

PACE _1 OF _2_ 

J . U N I T 

DEFINITION-RECORD S E R I E S - * ° n O U r ° r " " L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
H E F E R E N C E A S » E U - Afl R E T E N T I ON A N D D I 9 P Q 3 I T I O N F Q R fVJ 3 E. 3 ; 

4. RECORD SERIES T I T L E 

Administrative and General Correspondence 
5 . EARLIEST YEAR/LATECT 

TO 
YEAR 

5. RECORD SERIES DESCRIPTION ( " r l - r D E 6 C R I D E THE T Y P E D I N T O R M A T f ON I D O C U M E N T S ^ ron»ta 
IN THE SERIES . I N C L U D E T H E f U n P O S C On F U N C T I O N O r T H E 

fubiPCt arrangement of original letters, copies of outgoing letters, memoranda, stud 
reports, directives, policies and other materials related to the administration of 
agency. 

i es , 

the 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

" / L E T T E R S I Z E D M I C R O F I L M 

O L E G A L S I Z E D C O M P U T E R T A P E 

0 B O U N D B O O K O F L O P P Y D I S K 

O A U D I O T A P E • V I D E O T A P E 

O O T H E R ( S P E C I F Y ) 

RECORD SERIES SEQUENCE 

^ A L P H A B E T I C A L 

• NUMERICAL 

D CHRONOLOGICAL 

O GEOGRAPHICAL 

d^OTHER{SPEC I FY J 

F ILE IS USED 

a DAILY 0 WEEKLY D MONTHLY 

VOLUME 

S ^ F I L E DRAWE.-?(S| 
O MICROFILM REEL(T! 

/ n COMPUTER T A T E ( S ) 
N UM B E ft _ _ 

O OTHER)SPEC I FY) 

I 0 . ANNUAL ACCUMULAT 1 CH 

^ F ILE DRAWEr? ( 3 ) 
J O MICROFILM R E E L ( S ) 

NUMoett D COMPUTER TAFV. (3) 
i_jg_DTHER(.SPECXE^L: 

12 . F I L E B E C O M E S I N A C T I V E A F T E R 

mmmnr ° » c " ™ t s > ° Y E A R ( S , 

I J. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R . R O O M ) 1 4 . I S R E C O R D S E R I E S D U P L I C A T E D ELSEWHE.'TC: ? 
(•IF Y E S , B f E C I T f A O E N C 7 O R O F F I C E ) 
D Y E 3 D N O 

1 5 . ACCESS RESTRICTIONS O YES O NO 

( l r VEB , C I T E LA1»( B ) & R E Q U L A T I ON [ 8 ) 
I S . AUDIT REQUIREMENTS 

Q NONE • STATE D FEDERAL O 11 fDEPENriE? (T 

1 7 . I S A N I N D E X S Y S T E M USED1 t l r YE9,E)J>UI1N 
B R I E F L Y AND B E S C R I E E A N Y H A P D I I A P c / S O F T W A R E ) 

O YES N O 

13. NAME AND TITLE OF PREPARER 

Nikki Roros 

2 0 . TELEFHCNE NUMECR 

887-5557 

I 8 . RECOMMENDED f R&T^C&JjC.N, ~ ~ "~ """""} 
Screen annuallyj*and^_g^t^rg^tha^|iate^inl no 

longer needed fjor current business. Tjirecti.vt 

policies and other material related to the 
planning and policy that il-lustrate the 
development of{the agency, retain permanently 
for eventual transfer to the Archives! 

| . ! 3v!>t.'yK» .J". A T !V^i»< _ J 
" " " ~ " 

2 1 DATS 

4-22-93 



Instructions TYPE OR PRINT A 
| 
| DEPARTMENT OF GENERAL SERVICES SEPARATE FORK FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 

REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
VITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

| JESSUP, MARYLAND 20791 

1. DEPARTMENT/AGENCY | 2. DIVISION 
EXECUTIVE OFFICE MINORITY AFFAIRS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

1. 

4. RECORDS SERIES TITLE 
UNOFFICIAL PERSONNEL FILES 

| 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infomation/docuients/foris found in the series. 
Include the purpose or function of the series) 

Files contain information on current employees. Files may contain but are not limited 
to copies of applications, annual reviews, reprimands and disciplinary actions, awards, 
doctor slips, accident reports, resumes, etc. 

7. RECORDS SERIES F O R M A T ! S ) 
I B E T T E R S U B (| MICRO F I L M 

I I LEGAL SIZE 11 C O M P U T E R T A P E 

|) B O U N D BOOK |) FLOPPY D I S K 

[| A U D I O T A P E U V I D E O T A P E 

II OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
[iHLPHABHTICAL 

I ) NUMERICAL 

(] CHRONOLOGICAL 

(| GEOGRAPHICAL 

U OTHER (SPECIFY) 

11.FILE IS USED 
11 DAILY WEEKLY (^MONTHLY 

13. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [splES || NO 
(If yes, cite lav(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

11 YES \Y NO 

9. NAME AND TITLE OF PREPARER 
Nikki Roros 

DGS 55D-KIIVISID 2/87) 

| 20. TELEPHONE NUMBER 
I 
I 887-5557 

9. VOLUME 

NUMBER 

UNFILE DRAWER)S) 
I ) MICROFILM REEL(S) 
[| COMPUTER TAPE(S) 
|| OTHER)SPECIFY) 

10. VOLUME 

NlJMi NUMBER 

H'flLE DRAWER)S) 
| MICROFILM REEL (S) 
1 COMPUTER TAPE(S) 
| OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ || MONTH!S) 

NUMBER 
YEAR(S) 

II. IS .RECORDS SERIES DUPLICATED ELSEWHERE? 
(/YES I I NO (If Yes, Specify Agency or office) 

16. AUDIT REQUIREMENTS 
[^NONE || STATE || FEDERAL INDEPENDENT 

18. RECOMMENDED RETENTION • 
Screen annually and destroy that material ' 
no longer needed for current reference. 
Retain remaining items for two years after 
termination, then destroy. 

21. DATE 
4-22-93 



Instructions TTPB OR PRINT A 
| : : 
| DEPARTHENT OF GBHBRAl SERVICES 

SEPARATE PORK FOR EACH NEK OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
VITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

| JESSUP, MARYLAND 20794 

1. DEPARTNENT/A6ENCT | 2. DIVISION 
EXECUTIVE OFFICE |MINORITY AFFAIRS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 3 OF 9 

3. UNIT 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiiation/docuient$/fori6 found in the series. 
include the purpose or function of the series) 

This file contains office copies of employees annual leave and daily time recordings, 

7. RECORDS SERIES FORNAT(S) 
M^ETTER S U E (| MICROFILM 

(| LEGAL SIZE 

|| BOUND BOOR 

(| AUDIO TAPE 

|| OTHER (SPECIFY) 

[| COMPUTER TAPE 

|| FLOPPY DISK 

i| VIDEO TAPE 

RECORDS SERIES SEQUENCE 
(| ALPHABETICAL 

[| NUMERICAL 

(iKcHRONOLOGICAL 

( I GEOGRAPHICAL 

[| OTHER (SPECIFY) 

9. VOLUME 

/ i 
NUMBER 

LfFILE DRAWER)S) 
] MICROFILM REEL(S) 
| COMPUTER TAPE(S) 
| OTHERfSPECIFY) 

10. VOLUME 

11.FILE IS USED 
I| DAILY | WEEKLY M O N T H L Y 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS h/YES (|NO 
(if yes, cite lav(s) & regulation(s) 

17. is AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardwire/software) 

11 YES ( iT NO 

9. NAM! AND TITLE OF PREPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

DG5 550-4(RRVISRO 2/87) 

NUMBER 

(fllLE DRAWER(S) 
|| MICROFILM REEL (S) 
(| COMPUTER TAPE(S) 
( I OTHBR(SPECIPY} 

12. FILE BECOMES INACTIVE AFTER 
(|MONTH(S) 

NUMBER 
YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
hKYES [| NO (If Yes, Specify Agency or office) 

16. AUDIT REQUIREMENTS 
|] NONE || STATE FEDERAL [| INDEPENDENT 

18. R E C O M M E N D E D R E T E N T I O N 
Retain for one year, then destroy. 

21. Dffft 
4-22-93 



Instructions T T P B Oil PRINT A 
| , 1 
| D E P A R T M E N T OF GENERAL S E R V I C E S 

SEPARATE PORK FOR E A C H N E W OR | R E C O R D S M A N A G E M E N T D I V I S I O N 
REVISED RECORDS SERIES. FORWARD | 7 2 7 5 W A T E R L O O ROAD 

tk'" RECORDS RETENTION SCHEDULE | P.O. BOX 275 
f | J R S S U P , MARYLAND 2 0 7 9 4 

'.. DIPARTNBKT/AGBNCT | 2. D I V I S I O N 

EXECUTIVE OFFICE •MINORITY AFFAIRS COMMISSION 

AG E N C Y R R C O R D S I N V E N T O R Y 

PAGE A OF 9 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed Ind used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
MIDGET RECORDS 

5 RARLIEST TEAR/LATEST TEAR 

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonation/docuients/fons found in the series. 
Include the purpose or function of the series) 

Annual BWdget Sudmissions 
ithly Rudget printouts 

Workpapers 

7. RECORDS SERIES F O R M A T ) S ) 
I| LETTER SIZ E || MICROFILM 

LEGAL SIZE || 

11 BOUND BOOR 11 

11 AUDIO TAPE (| 

|| OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

II.FILE IS USED 
I I DAILY WEEKLY 

8. RECORDS SERIES SEQUENCE 
(I ALPHABETICAL 

(I NUMERICAL 

|| CHRONOLOGICAL 

(1 GEOGRAPHICAL 

IJ'tJTHRR (SPECIFY) 
n . — 

9. V O L U M E 
( • K I L E D R A W E R ( S ) 

j (l M I C R O F I L M R E E L ( S ) 
/ (I C O M P U T E R T A P E ( S ) 

N U M B E R (I O T H E R ( S P E C I F T ) 

1 0 . V O L U M E 
W f l L B DRAWBR(S) 
II MICROFILM REEL (S) 
II COMPUTER TAPE(S) 

MONTHLY 

M. CURRENT LOCATION)S| (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS || TES I ^ N O 
(If yes, cite la»(s| i reguUtion(s) 

NUMBER (I OTRER(SPBCIPY) 
12. FILE BECOMES INACTIVE AFTER 

J || MONTH)S) 
NUMBER 

hKYBARIS) 

11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
TRS (I NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
KHOHR (I STATE (j FEDERAL^!! INDEPENDENT 

17. is AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

11 YES | f Do 

| II. R E C O M M E N D E D R E T E N T I O N 
I Retain annual submissions for five years, 
I then, destroy. Retain all other papers 
| for two years, then destroy. 

5. KAMI AND TITLE O F PREPARER 2 0 . T E L E P H O N E NUMBER 2 1 . D A T E 



•Jtructlons TTPR OR PRINT A 
| 
| DEPARTMENT OF GENERAL SERVICE9 

SEFARATR FORK FOR IACH HEW OR | RECORDS KANAGENENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
W I T H RECORDS RETENTION SCHEDULE | P.O. BOI 275 

. | JRSSUP, MARYLAND 20794 

:. DIPARTHBHT/AGKHC? | 2. DIVISION 
E X E C U T I V E O F F I C E I MTNDRTTY A F F A I R S C O M M I S S I O N 

AGENCY RECORDS INVENTORY 

PAGE 5 OF 9 

3. OHIT 

D E F I N I T I O N - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

\. RECORDS SERIES TITLE 
CENTRAL ACCOUNT INC RECORDS 

| 5 EARLIEST TEAR/LATEST YEAR 

«. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforgation/docuaents/foris found in the series. 
include the purpose or function of the series) 

Filer; c o n t a i n o f f i c e c o p i e s o f : 
Ho.iris r e c e i v e d m e m o r a n d a ,hi. 11. itig i n v o i c e s , e x p e n s e It r a v e t. r e p o r t s , r e q u i s i t i o n s , p e t t y 
cash v o u c h e r s , m i l e a g e r e p o r t s , d i r e c t p a y m e n t f o r m s , p a i d h i l l s , t i c k e t h o o k s , p u r c h n s r 
o r d e r s , d e p o s i t s l i p s , r e c e i p t b o o k s , e t c . 

7. RECORDS SERIES FORNAT(S) 
:,KLETTER S U E II MICROFILM 

11 LEGAL S H E 11 COMPUTER TAPE 

|| BOUND BOOK || FLOPPY DISE 

11 AUDIO TAPE 11 VIDEO TAPE 

|| OTHER (SPECIFY) 

U.riLt IS USED 
|| DAILY |I WEEKLY 

RECORDS SERIES SEQUENCE 
r f ALPHABETICAL 

|| NUMERICAL 

|) CHRONOLOGICAL 

|| GEOGRAPHICAL 

|| OTHER (SPECIFY) 

9. VOLUME 
IHlLE DRAWRR(S) 
I) MICROFILM REEL(S) 
|| COMPUTER TAPE|S) 

NUMBER || OTHER(SPECIF?) 

10. VOLUME 

MONTHLY 

13. CURRENT LOCATIONS) (BLOG. .FLOOR,ROOM) 

15. ACCESS RESTRICTIONS || YES K NO 
(if yes, cite la«(s) & regulation^) 

n . is AH IHDEI SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

II YES KKNO 

!. KAHF AND TITLE OF PREPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

U fll.l DRAWER(S) 
|| MICROFILM REEL (S| 
|| COMPUTER TAPE(S) 

NUMBER (| OTHER!SPECIFY| 

12. FILE BECOMES INACTIVE AFTER 
/ || MONTH!S) 

NUMBER 
YEAR(S) 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
W Y E S || NO. (If Yes, Specify Agency or office) 

It. AUDIT REQUIREMENTS . 
(I NONE (1 S T A T g H - M E M R A l - 4 ^ D 8 P . E N D E N T 

18. RECOMMENDED RETENTION 
Retain for three'years j'^tiieri^destroy. 

t 

21. DATE 
4-22-93 

PCS 550-MRIV1SED 2/87) 



instructions TYPE OR PRINT A 
SEPARATE PORK FOR EACH NEW OR 
REVISED RECORDS SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
j RECORDS MANAGEMENT DIVISION 
| 7275 WATERLOO ROAD 
| P.O. BOX 275 
| JESSUP, MARYLAND 20794 

— | 

1 AGENCY RECORDS INVENTORY 
1 

instructions TYPE OR PRINT A 
SEPARATE PORK FOR EACH NEW OR 
REVISED RECORDS SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
j RECORDS MANAGEMENT DIVISION 
| 7275 WATERLOO ROAD 
| P.O. BOX 275 
| JESSUP, MARYLAND 20794 

[ . .. . 
1 
1 PAGE 6 OF 9 
1 
1 

1. DEPARTMENT/AGENCY 
EXECUTIVE OFFICE 

I 2. DIVISION 
MINORITY AFFAIRS COMMISSION 

i 
| 3. UNIT 
1 l 

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as 
, retention and disposition purposes 

i 

4. RECORDS SERIES TITLE 
SPECIAL ACCOUNTING RECORDS 

I 5 EARLIEST YEAR/LATEST YEAR , 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docunents/foms found in the series. 
Include the purpose or function of the series) 

Files contain Audit Reports (internal or external, financial or program) 

7. RECORDS SERIES FORMAT)S) 
k/LETTER SIZE || MICROFILM 

LEGAL SIZE 

BOUND BOOR 

AUDIO TAPE 

OTHER (SPECIFY) 

COMPUTER TAPB 

FLOPPY DISK 

VIDRO TAPE 

RECORDS SERIES SEQUENCE 
[| ALPHABETICAL 
(1 NUHERICAL 

[/CHRONOLOGICAL 

[1 GEOGRAPHICAL 

11 OTHER (SPECIFY) 

9. VOLUHE 

f I I 
NUMBER 

FILE DRAWER!S) 
[) MICROFILM REEL(S) 

COMPUTER TAPE(S) 
OTHER(SPECIFY) 

10. VOLUHE 

11.FILE IS USED 
[I DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOH) 

15. ACCESS RESTRICTIONS YES HO 
[If yes, cite law(s) k regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 
[| YES (vKN0 

19. NAME AND TITLE OF PREPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

DGS 550-KREVISED 2/87) 

NUMBER 

| FILE DRAWER!S) 
| MICROFILM REEL (S) 
| COMPUTBR TAPE(S) 
I OTHBR(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
| [| HONTH(S) 

NUMBER 
YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[yfli (| NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS ^ 
[| HONE [| STATE [] FEDERAL M4NDBPBNDENT 

18. RECOMMENDED RETENTION. . . . . 
Retain one (lj)V'co'pŷ pî rma'n'ent,l'ŷ  f or' 
eventual transfer to the State Archives 

I 21.. DATE 
4-22-93 



1 1 
Instructions TTPB OR PRIRf A 
SEPARATE FORM POR IACB HEW OR 
REVISED RECORDS SERIES. FORIARD 
W I T H RECORDS RETERTIOH SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
| RECORDS MANAGEMENT DIVISION 
| 7275 WATERLOO ROAD 
| P.O. BOX 275 
| JESSUP, MARYLAND 20794 

I AGRNCY RECORDS INVENTORY 
1 

Instructions TTPB OR PRIRf A 
SEPARATE FORM POR IACB HEW OR 
REVISED RECORDS SERIES. FORIARD 
W I T H RECORDS RETERTIOH SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
| RECORDS MANAGEMENT DIVISION 
| 7275 WATERLOO ROAD 
| P.O. BOX 275 
| JESSUP, MARYLAND 20794 

I 

I PAGR 7 OF 9 
| I. DEPARTHEHT/AGEHCT 

EXECUTIVE OFFICE 

| 2. DIVISION 
1 MINORITY AFFAIRS COMMISSION 

| 3. UNIT 
1 l 

D E F I N I T I O N - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

i 
4. RECORDS SERIES TITLE" 
F I X E D A S S E T S F I L E 

| 5 EARLIEST TEAR/LATEST YEAR 
1 ft4d-i P/U^J^T 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infor«ation/docu»ents/foris found in the series. 
Include the purpose or function of the series) 

Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/stolen forms (office forms) 
Surplus forms (office forms) 
Transfer Forms (office forms) 

7. RECORDS SERIES F O R M A T ( S ) 
|\J4ETT!R S I Z E I) MIC R O F I L M 

LEGAL SIZE 

B00ND BOOR 

AUDIO TAPE 

OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDRO TAPE 

11.FILE IS USED 
11 DAILY WEEKLY 

RECORDS SERIES SEQUENCE 
[| ALPHABETICAL 

(] NUMERICAL 

l^CHROHOLOGICAL 

(| GEOGRAPHICAL 

(| OTHER (SPECIFY) 

9. VOLUHE 

MONTHLY 

13. CURRENT LOCATION)S) (BLDG..FLOOR,ROOM) 

15. ACCESS RESTRICTIONS (| YES (vpHO~ 
(if yes, cite la»(s) 6 reguUtion(s) 

M B I 

Yrflll DRAWRR(S) 
i) MICROFILM REEL(S) 
[| COMPUTRR TAPE(S| 

NUMBER (I OtHRR(SPECIFY) 

10. VOLUME 

N U / B E R (1 O T H B R ( SPECIFY) 

( (H lLR D R A W E R ) S ) 
( ] M I C R O F I L M R E E L ( S ) 
|| C O H P U T B R T A P B ( S ) 

12. FILE BECOMES INACTIVE AFTER 
/ II MOHTB(S) 

NUMBER 
Vf YEAR(S) 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
rrtBS || NO (If Yes, Specify Agency or Office) 

16. A u o i t R E Q U I R E M E N T S 
RTNOHR || STATfMI P R D R W J P R D E M D E H T 

17. IS AN IHDRI SYSTEM USED? (If yes, explain briefly and | It. RECOMMENDED RETENTION 
describe any Ilirdwire/SoftWJre) I Retain fixed asset Printout for one year, 

| Retain all other'"completed-forms*fo.r-.th)ree 
| years, then destroy. 

YES 

9. NAHE AND TITLE OF P R E P A R E R 

Nikki Roros 

| 20. TELEPHONE NUMBER 
I 

j 887-5557 

21. DATE 
4 - ? ? - 9 ? 

DGS 550-4IRSVISED 2/87) 



Instructions TYPE OR PRINT A I DEPARTMENT 0! GENERAL SERVICES 
SEPARATE FORK FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 
1 

I JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY I 2. DIVISION 
EXECUTIVE OFFICE MINORITY AFFAIRS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 8 OP 9 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
PUBLICATIONS HISTORY FILES 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforuation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

This file contains (1) one copy of each publication produced by the agency. 

9. VOLUME 
r t f l M DRAWBR(S) 
[] MICROFILM REEL(S) 

" [] COMPUTER TAPB(S) 
NUMBER (] OTHER(SPECIFY) 

10. VOLUME 
[IpflLE DRAWER)S) 
[] MICROFILM REEL (S) 
[] COMPUTER TAPE(S) 

NUMBER [] OTHBR(SPBCIPY) 
1 1 1 

1 
11.FILE IS USED 

[] DAILY [] WEEKLY (^/MONTHLY 
| 12. FILE BECOMES INACTIVE AFTER 
| 1 [] MONTH) S) [vfiEAR(S) 
| NUMBER 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) | 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
I [ j YES [/NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS [] YES {/NO 
(If yes, cite law(s) & regulation(s) 

| 16. AUDIT. REQUIREMENTS 
| fsr̂ ToNE [] STATE [] FEDERAL. [ ] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

[] YES m / N O 

I 18. RECOMMENDED RETENTION 
Retain permantly for eventual transfer 

' to the Archives. 

| | 
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER 

Nikki Roros j 887-5557 
I 21. DATE 
j 4-22-93 

DGS 550-4(RBVISED 2/87) 

7. RECORDS SERIES FORMAT)S) 
M LETTER SIZE [] MICROFILM 

1 LEGAL SIZE [1 COMPUTER TAPE 

1 BOUND BOOK [1 FLOPPY DISK 

] AUDIO TAPE [] VIDEO TAPE 

1 OTHER (SPECIFY) 

6. RECORD SERIES SEQUENCE 
(•^ALPHABETICAL 

[] NUMERICAL 

U CHRONOLOGICAL 

[] GEOGRAPHICAL 

[I OTHER (SPECIFY) 



instructions T I P S O R PRINT A 
SEPAR A T E FORK FOR E A C H N E W OR 
R E V I S E D RECORDS S E R I E S . F O R W A R D 
W I T H RECORDS R E T E N T I O N S C H B D U L E 

| D E P A R T M E N T OF G E N E R A L S E R V I C E S 
| RECOR D S M A N A G E M E N T D I V I S I O N 
I 7275 W A T E R L O O ROAD 
I P.O. B O Z 275 
| JES S U P , M A R Y L A N D 20794 

1 
| AGB N C Y R E C O R D S INVENTORY 
1 
1 
I P A G E 9 O F 9 
1 
| 

)l. D E P A R T M E N T / A G E N C Y I 2. DIV I S I O N | 3. UN I T 
1 

EXECUTIVE OFFICE 1 MINORITY AFFAIRS COMMISSION 1 
i 

D E F I N I T I O N - RECORD S E R I E S A group of related records normally filed and used as a unit for reference as well as 
retention and disposition purposes 

i 
4. RECO R D S SERIES T I T L E 

Case Files 

I 5 E A R L I E S T Y E A R / L A T E S T YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuuents/forns found in the series. 
Include the purpose or function of the series) 

These files are arranged alphabetically by project/event name. They contain but are 
not limited to all related correspondence, notes, plans, etc. re-lateddtboeach Minority 
Community project, program, or event. 

7. RECORDS SERIES FORMAT)S) 
(/LETTER SIZE [| MICROFILM 

[) LEGAL SIZE [] COHPUTER TAPE 

(1 BOUND BOOK () FLOPPY DISK 

I ) AUDIO TAPE I) VIDEO TAPE 

(] OTHER (SPECIFY) 

R E C O R D S SERIES S E Q U E N C E 
(| A L P H A B E T I C A L 

(NUMERICAL 

[| C H R O N O L O G I C A L 

(1 G E O G R A P H I C A L 

(I O T H E R (SPECIFY) 

9. V O L U M E 

11.FILE IS USED 
f| DAILY WEEKLY O N T H L Y 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS []NO 
(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

[) YES \Y NO 

1. NAHE AND TITLE OF PRBPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

NUMBER 

FILE DRAWER)S) 
MICROFILM R E E L ( S ) 
COHPUTER TAPE)S) 
O T H E R ( S P E C I F Y ) 

10. VOLUME 
] FILE DRAWER)S) 
[j MICROFILM REEL (S) 
] COMPUTER TAPE(S) 

DGS 550-4(REVISED 2/87) 

NUMBER [) OTHER)SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
J_ () MONTH) S) EAR(S) 

NUMBER 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

(I YES [NKNO (If Yes, Specify Agency or Office) 

16. AUDIT/REQUIREMENTS 
lyNONE (I STATE FEDERAL INDEPENDENT 

18. RECOMHENDED RETENTION ' Scr^n, a^na-al'ly^ and ? 
destroy that material no' long!eT"~neea'ed for 
current business. Directives, policies 
and other material" related to the planning 
and policy that illustrate the development 
of the agency, retain permanently for 
eventna 1 trahsfpr 'tn thp A r r h i v p q . 

21. DATE' 
4-22-93 


